
ASSIGNMENT 1
Textbook Assignment: "Copy Prepara t ion , "  chapter  1 ,  pages l - l  th rough 1-50.

l - l .

l - 2 .

l - 3 .

l - 4 .

l - 5 .

O f  t h e  f o l l o w i n g  p r i n t i n g
p rocesses ,wh ich  one is  the  pr imary
process  used in  Navy  pr in t  shops?

1. Gravure
2. L e t t e r p r e s s
3. E l e c t r o n i c  d i g i t i z a t i o n
4. L i t h o g r a p h i c / o f f s e t

l i t h o g r a p h i c

W h a t  p r i n t i n g  p r o c e s s  i s  t h e  o l d e s t
fo rm o f  p r in t ing?

1. Gravure
2. L e t t e r p r e s s
3. E l e c t r o n i c  d i g i t i z a t i o n
4. L i t h o g r a p h i c / o f f s e t

l i t h o g r a p h i c

I n  o f f s e t  l i t h o g r a p h i c  p r i n t i n g ,
t he  pape r  su r f ace  rece i ves  i nk  f r om
what press component?

1. Z i nc  p l a te
2. I n k  r o l l e r s
3. B l a n k e t  c y l i n d e r
4 . Impress ion  cy l inder

Which  o f  the  fo l lowing opera t ions
d o e s  e l e c t r o n i c  d i g i t i z a t i o n  a n d
laser copiers NOT al low?

1. E d i t i n g
2. Photographing
3. Ha l f t one  c rea t i on
4. Job order  comple t ion

Which o f  the  fo l lowing te rms is  a
b road  t e rm  t ha t  r e f e r s  t o  ma te r i a l
in tended fo r  reproduct ion?

1. Copy
2. Text
3. Proofs
4. Artwork

1-6.

l-7.

l-8.

l-9.

l-10.

Which  o f  the  fo l lowing fo rmats  is
NOT a basic form of copy material?

1. Line
2. Hal f tone
3. Manuscripts
4. Cont inuous-tone

What basic form of copy material
has  no graduated tones?

1. Line
2. Hal f tone
3. Photographs
4. Cont inuous-tone

What basic form of copy material
r e q u i r e s  t h e  e x t r a  s t e p  o f
convers ion  before  pr in t ing?

1. Line
2. Hal f tone
3. Cont inuous-tone

A cont inuous-tone photograph with a
tex t  over lay  compr ises  what  bas ic
form of  copy mater ia l?

1. Line
2. Hal f tone
3. Cont inuous-tone

You can e l im inate  pr in t ing
product ion problems with what sound
knowledge factors?

1. P o l i c i e s  o f  p r i n t  s h o p
superv isory  personne l

2. P r e s s  a n d  p r o c e s s  l i m i t a t i o n s
3. F i n i s h i n g  o p e r a t i o n s
4. A b i l i t i e s  o f  p r i n t  s h o p

personne l

l - 1 1 . What  i s  the  nex t  s tep  you shou ld
t a k e  a f t e r  y o u  s e l e c t  t h e  p r o p e r
p r i n t i n g  p r o c e s s ?

1. Type
2. Format
3. Paper  s tock
4. Press  schedu les
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l - 1 2 . The format  o f  p r in ted products
inc ludes wh ich  o f  the  fo l lowing
a t t r i b u t e s ?

1. Look
2. Feel
3. Shape
4. A l l  o f  the  above

1-13. Your  dec is ion  as  to  the  shape and
s i z e  o f  t h e  p a g e s  o f  a  j o b  s h o u l d
depend on which of the fol lowing
in format ion?

1. P r e s s  c a p a c i t y
2 . B indary  capac i ty
3. A v a i l a b l e  s t o c k
4 . A l l  o f  t h e  a b o v e

IN ANSWERING QUESTIONS 1-14 THROUGH 1-16,
SELECT FROM COLUMN B THE RECTANGULAR FORM
THAT USES THE RATIOS IN COLUMN A.
RESPONSES IN COLUMN B MAY BE USED MORE
THAN ONCE.

A. RATIO B. RECTANGLES

1 - 1 4 .  5 : 7 1. Hypotenuse

1 - 1 5 .  2 : 3 2. Golden mean

1 - 1 6 .  3 : 5 3. Regular

4. Signature

1-17. You should design most booklets and
pamphlets to conform to what
rec tangu lar  fo rmat?

1. Regular
2. Golden mean
3. Hypotenuse
4. Pythagorean

l - 1 8 . What type of stock should you use
f o r  a  p r i n t i n g  j o b  t h a t  w i l l  b e
read once and thrown away?

1. Cover stock
2. Co lored s tock
3. Inexpens ive  paper
4. Good durable paper

l - 1 9 . What  te rm re fers  to  the des ign o f  a
s t y l e  o f  t y p e ?

1. Type weight
2. Type c lass
3. Type size
4. Typeface

l - 2 0 . How do d isp lay  typefaces create
i l l u s i o n s ?

1. By using curves
2. By  us ing  th ick  and th in  l ines
3. B y  u s i n g  t h e  p r e s e n c e  o r

a b s e n c e  o f  s e r i f  a n d
embel l ishments

4. A l l  o f  the  above

choose when se lec t ing  a
f o r  t e x t  i n  t h e  b o d y  o f

l - 2 1 . What  type o f  le t te r ing  shou ld  you
typeface
a job?

1. A  l e g i b l e  d e s i g n
2. A bo ld face des ign
3. A  i t a l i c i z e d  d e s i g n
4. A decora t ive  des ign

l - 2 2 . What dimensions compose an overal l
l e t t e r ?

1. Weight
2. Height
3. Decorat ion
4. A l l  o f  the  above

l - 2 3 . T h e  l e t t e r  h e i g h t  o f  a  t y p e f a c e  i s
expressed in  what  un i t  o f  measure?

1. P i cas
2. Po in ts
3. P i x e l s
4. F r a c t i o n s

l - 2 4 . Which type weight reproduces with
o p t i m u m  l e g i b i l i t y  i n  t h e  f i n i s h e d
product?

1. Boldface
2. L ight face
3. Openface
4. Regular weight
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l - 2 5 . What  shou ld  you do to  the  le t te rs
i n  a  l i n e  o f  t e x t  t h a t  a r e  t o o  l o n g
t o  f i t  i n t o  a n  a l l o t t e d  s p a c e ?

1. I t a l i c i z e  t h e m
2. Condense them
3. Expand them
4. Redraw them

l - 2 6 . You can determine i f  a  typeface has
been expanded or condensed by
examin ing  the  geomet r ic  p ropor t ions
o f  w h a t  l e t t e r ?

1 . D
2 . G
3 . O
4 . Q

l - 2 7 . There are  (a)  what  number  o f  p icas
in  one inch, and (b) what number of
p o i n t s  i n  o n e  p i c a ?

1. (a) 12 (b) 6
2. (a) 2 (b ) 6
3. (a) 6 (b ) 12
4. (a) 6 (b) 2

l - 2 8 . To order  typeset  copy ,  you shou ld
spec i fy  the  l ine  measure  in  what
u n i t ( s )  o f  m e a s u r e ?

1. Picas
2. Points
3. P icas  and inches
4. P i c a s  a n d  p o i n t s

l - 2 9 . What  te rm re fers  to  the p lacement
o f  add i t iona l  space between the
le t te rs  o f  words  to  improve and
balance typography?

1. Leading
2. L e t t e r s p a c i n g
3. J u s t i f i c a t i o n
4. I n d e n t i n g

l - 3 0 . What term is known as the spacing
o f  l i n e s  o f  t y p e  t o  a  p r e d e t e r m i n e d
l e n g t h  s o  t h a t  t h e  l e f t  a n d  r i g h t
marg ins  a l ign?

1. J u s t i f i c a t i o n
2. L e t t e r s p a c i n g
3. L e g i b i l i t y
4 . Lead ing

l - 3 1 . What typographic procedure causes
" r i ve r s " o f  wh i te  space on a
pr in ted  page?

1. Removing the short  words from
t h e  t e x t

2. I m p r o p e r  l e t t e r s p a c i n g
3. Improper  indenta t ions
4. Improper word spacing

l - 3 2 . What typographic procedure reduces
the amount  o f  space between le t te rs
o r  c o m b i n a t i o n s  o f  l e t t e r s ?

1. L e t t e r s p a c i n g
2. Word spacing
3. L ine spac ing
4. Kerning

l - 3 3 . What  is  the  purpose o f
i n d e n t a t i o n s ?

1. To make the page o f  tex t  less
readab le

2. To g ive the reader 's  eye a  new
s t a r t i n g  p o i n t

3. T o  g i v e  t h e  r e a d e r  e y e  s t r a i n
4 . To move the  tex t  in  equa l ly

from the margins

l-34.

1-35.

Hang ing indenta t ions  are  used fo r
wh ich  o f  the  fo l lowing purposes?

1. P o e t r y
2. Legends
3. Spec ia l  emphas is
4. S h o r t  q u o t a t i o n s

In an open book, the back margin
shou ld  appear  to  equa l  what  o ther
marg in(s)?

1. Top margin
2. Bottom margin
3. E i t h e r  s i d e  m a r g i n
4. A l l  o t h e r  m a r g i n s

l - 3 6 . A preliminary dummy should be what
s i ze?

1. 1 / 2  a c t u a l  j o b  s i z e
2. 3 / 4  a c t u a l  j o b  s i z e
3. 8 0 %  a c t u a l  j o b  s i z e
4. l / l  a c t u a l  j o b  s i z e
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l - 3 7 . When should a preliminary dummy be
c rea ted?

1. When f i l l i ng  ou t  the  job  order
w i t h  t h e  o r i g i n a t o r

2. A f t e r  a c c e p t i n g  t h e  j o b
3. B e f o r e  t h e  j o b  i s  t y p e s e t
4 . A f t e r  t h e  j o b  i s  t y p e s e t

l - 3 8 . What pages are NOT considered key
pages fo r  mak ing up a  pre l im inary
dummy?

1. Text
2 . Index
3. T i t l e
4. Cover

l - 3 9 . I f  y o u  a r e  l a y i n g  o u t  a  c o v e r  t o  a
p u b l i c a t i o n  t h a t  i s  p a r t  o f  a
s e r i e s , how should you design the
cover?

1. Any way you desire
2. E x a c t l y  l i k e  a l l  o t h e r  N a v y

covers
3. To match o ther  pub l ica t ions  in

t h a t  s e r i e s
4. To match other Navy

i n s t r u c t i o n s

l - 4 0 . You can improve the appearance of a
l o n g  t i t l e  o f  a  p u b l i c a t i o n  b y
vary ing  wh ich  o f  the  fo l lowing
c h a r a c t e r i s t i c s ?

1. Color
2. Type s ize
3. Type s ty le
4. Each of the above

l - 4 1 . What  are  the  pr inc ipa l  des ign l - 4 6 . What method should you use to add
requ i rements  fo r  pages such as  the i n t e r e s t  t o  a  p a g e  t h a t  r e q u i r e s
t a b l e  o f  c o n t e n t s ? s e v e r a l  i l l u s t r a t i o n s ?

1. To match a l l  o ther  pages
2. A t t r a c t i v e n e s s  a n d  l e g i b i l i t y
3. To match typefaces and

a t t r a c t i v e n e s s
4. To be convenient and contain an

a r t i s t i c  d e s i g n

l - 4 2 . What  does the term "cut l ines"
p e r t a i n  t o ?

1. Text
2. Capt ions
3. I l l u s t r a t i o n s
4. Cropp ing  ins t ruc t ions

l - 4 3 . In  what  way shou ld  areas o f  tex t  be
indicated on a prel iminary dummy?

1. By the use of thumbnai l
ske tches

2. By drawing a  rec tang le  on ly
3. By using l ines drawn

h o r i z o n t a l l y  b y  a  r u l e r  o n l y
4. E i ther  by  drawing a  rec tang le

or  us ing  l ines  drawn
h o r i z o n t a l l y  b y  a  r u l e r

l - 4 4 . Where should you place a single
i l l u s t r a t i o n  o n  a  p a g e ?

1. At  the  mid-po in t  o f  the  base
sur rounded by  tex t

2. J u s t  a b o v e  t h e  o p t i c a l  c e n t e r
o f  the  page on ly

3. The top  o f  the  page on ly
4. E i t h e r  j u s t  a b o v e  t h e  o p t i c a l

c e n t e r  o r  a t  t h e  t o p  o f  t h e
page

l - 4 5 . For  the  purpose o f  page layout ,
what  page v isua l ly  ou twe ighs  the
o t h e r s ?

1. Right
2. Cover
3. T i t l e
4. L e f t

1. M a k e  t h e  i l l u s t r a t i o n s  o n e
column wide

2. Group them as a montage and let
t h e  p a n e l  b l e e d

3. U s e  e a c h  i l l u s t r a t i o n
separa te ly  and b leed each one

4. B o x  e a c h  i l l u s t r a t i o n  a n d  p l a c e
them throughout the page
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l - 4 7 .

1-48.

When should you create a paste-up
dummy?

1. When the  job  is  submi t ted
2. When the job  is  accepted
3. A f t e r  t h e  t y p e  i s  s e t
4 . B e f o r e  t y p e  i s  s e t

What  mater ia ls  shou ld  be used for  a
paste-up dummy?

1. P r e p r i n t e d  r u b - o n  l e t t e r i n g
s h e e t s

2. P r i n t e d  l a y o u t  s h e e t s
3. Manuscript  copy
4. Type proofs

l - 4 9 . What  is  the  advantage o f  hav ing
e x t r a  p r o o f  s h e e t s ?

1. To s ize  each page
2. To t r im each page
3. To mark  typograph ica l  e r rors
4. T o  i n d i c a t e  s p a c i n g

i n s t r u c t i o n s

l - 5 0 . You shou ld  lay  ou t  severa l  pages o f
a book in advance to avoid what
problem?

1. Misnumbering f inal  copy pages
2. Repeated sh i f t ing  f rom one job

t o  a n o t h e r
3. Work  de lays  wh i le  wa i t ing  fo r

a d h e s i v e s  t o  d r y
4. Chang ing  the  layout  o f  the

p a s t e d  p a g e s  t o  f i t  c o p y  a n d
i l l u s t r a t i o n s

l - 5 1 . S p e c i f y i n g  t h e  t y p e  a n d  s e t  o f  a
given body of text is known as what
process?

1. C o p y f i t t i n g
2. J u s t i f i c a t i o n
3. P l a n n i n g  t h e  l a y o u t
4 . I n d e n t a t i o n a l  l e t t e r s p a c i n g

l - 5 2 . When you use the character count
method o f  copyf i t t ing ,  what  s tep
s h o u l d  y o u  t a k e  a f t e r  f i n d i n g  t h e
t o t a l  n u m b e r  o f  c h a r a c t e r s  o n  a
manuscript page?

1. Set  the  marg ins
2. D iv ide  the  to ta l  number  o f

c h a r a c t e r s  b y  f i v e
3. C o u n t  t h e  c h a r a c t e r s  i n  f i v e

r e p r e s e n t a t i v e  l i n e s
4. Determine the number of

c h a r a c t e r s  i n  o n e  l i n e

l - 5 3 . What  is  the  procedure  fo r
de termin ing  the  length  o f  copy  in
i n c h e s  u s i n g  t h e  c h a r a c t e r  c o u n t
method?

1. Div ide  the  number  o f  l ines  per
i n c h  i n t o  t h e  t o t a l  n u m b e r  o f
l i n e s  i n  t h e  c o p y

2. D iv ide  the  to ta l  number  o f
c h a r a c t e r s  i n  t h e  m a n u s c r i p t  b y
the average number  o f
c h a r a c t e r s  p e r  l i n e

3. Count  the  number  o f  charac ters
in  5  l ines  and mul t ip ly  by  20

4. C o u n t  t h e  c h a r a c t e r s  i n  o n e
l i n e , mult ip ly by the number of
l ines  on  the  page and d iv ide  by
1 2

l - 5 4 . To determine the number of
c h a r a c t e r s  i n  a  t y p e s e t  l i n e  u s i n g
the charac ter  count  method o f
copyf i t t ing, how many
r e p r e s e n t a t i v e  l i n e s  s h o u l d  y o u
count?

1 . 5
2 . 7
3 . 6
4 . 4

l - 5 5 . T o  p r o p e r l y  u s e  t h e  l i n e
measurement method of copyf i t t ing
to  de termine copy  depth ,  you shou ld
m u l t i p l y  p a g e  l e n g t h  b y  ( a )  f o r
s ing le-spaced, and (b)  fo r  doub le-
spaced manuscripts?

1. (a) 12 (b) 10
2. (a) 10 (b) 12
3. (a) 3 (b) 6
4. (a) 6 (b) 3
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l - 5 6 . What  te rm re fers  to  the process o f
determin ing  the  reduct ion  or
enlargement of an image to occupy a
g iven area?

1. Reproduct ion  s ize
2. Control  dimension
3. Cropping
4. Sca l ing

l - 6 2 .
l - 5 7 . Which of the fol lowing methods is

the  eas ies t  and most  popu lar  method
fo r  sca l i ng  a r two rk?

l - 6 1 . Which o f  the  fo l lowing percentages
of  en largement  or  reduct ion  w i l l
reproduce with opt imum results?

1. Mathemat ica l  fo rmula t ion
2. P r o p o r t i o n a l  d i v i d e r s
3. P r o p o r t i o n a l  s c a l e
4. S l i d e  r u l e

l - 5 8 . Normally, w h a t  i s  t h e  c o n t r o l l i n g
d imens ion fo r  sca l ing  ar twork?

1. Width
2. Height
3. Length
4. Pape r  s i ze

l - 5 9 . W h a t  p a r t  o f  a  p r o p o r t i o n a l  s c a l e
d i s p l a y s  t h e  r a t i o  o f  t h e
p e r c e n t a g e  o f  t h e  o r i g i n a l  s i z e  a n d
t h e  n u m b e r  o f  t i m e s  t h e  a r t  i s
reduced?

1. The outer  d isk
2. The center  d isk
3. The window near the center of

t h e  d i s k
4. The LED readout in the upper-

r i g h t  c o r n e r

l - 6 0 . What should you do when scaling
ser ies  ar twork  to  improve the
appearance o f  a  job  and save t ime
in the camera room?

1. R e d u c e  a l l  a r t  p r o p o r t i o n a l l y
2. E n l a r g e  a l l  a r t  t o  t h e  s a m e

s i z e
3. E n l a r g e  a l l  a r t  u n i f o r m l y  i n

s i z e
4 . P repa re  a l l  a r t  t o  t he  same

s c a l e

1. 175
2 . 80
3 . 50
4 . 33

What  e f fec t  w i l l  reduc ing the
overa l l  s ize  o f  a r twork  have on the
reproduct ion copy?

1. The weight  o f  the  center  and
e x t e n s i o n  l i n e s  d e c r e a s e s

2. A l l  l i n e s  e x c e p t  t h e  o b j e c t
o u t l i n e  d e c r e a s e s

3. A l l  l i n e s  i n c r e a s e  i n  w e i g h t
4. A l l  l i n e s  d e c r e a s e  i n  w e i g h t

l - 6 3 . What is the major drawback to
en larg ing ar twork  fo r  reproduct ion?

1. Crud i ty
2. D i s t o r t i o n
3. D ispropor t ion
4. S p a c e s  f i l l  i n

l - 6 4 . What aspect of reproduct ion can you
d i r e c t l y  i n f l u e n c e  t h r o u g h  t h e
preparat ion  o f  a  mechanica l?

1. End use
2. Qual i ty
3. D i s t r i b u t i o n
4. Press process-

l - 6 5 . What material  should you acquire
b e f o r e  s t a r t i n g  a  j o b  i n t e n d e d  f o r
reproduct ion?

1. Ink
2. Paper  s tock
3. B indery  products
4. A l l  p e r t i n e n t  i n f o r m a t i o n

l - 6 6 . What do crop marks describe?

1. Reduct ion of an image
2. Enlargement of an image
3. Se lec ted por t ion  o f  an  image
4. Clean border area of an image
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l - 6 7 . What mater ial  should you use to
make a pair of cropping arms?

1. Large sheets  o f  wh i te  paper
2. Large sheets  o f  b lack  paper
3. W h i t e  c a r d s t o c k  c u t  a t  r i g h t

ang les
4. B l a c k  c a r d s t o c k  c u t  a t  r i g h t

a n g l e s

l - 6 8 . What procedure should you use to
ind ica te  c rop marks  on a
photograph?

1. Mark the borders of the image
2. Mark  an over lay  a t tached to  the

image
3. Cut a window in an opaque mask

or  go ldenrod
4. A l l  o f  t h e  a b o v e

1-69. What product should you use to
remove the  l igh t  res in  coat ing  f rom
the sur face o f  photographs?

1. Rot tens tone
2. Talcum powder
3. F u l l e r ' s  e a r t h
4. E r a s e r  p a r t i c l e s

l - 7 0 . Which of the fol lowing media
conta ins  a  photograph ica l l y  matched
s e r i e s  o f  p i g m e n t s  c o n t a i n i n g
wh i t e ,  b l ack ,  and  g reys?

1. Waterco lors
2. Retouch greys
3. A c r y l i c  c o l o r s
4. A l l  o f  t h e  a b o v e

1-71. What  process iso la tes  an image and
removes the background?

1. Cropping
2. Opaquing
3. V i g n e t t i n g
4. S i l h o u e t t i n g

l - 7 2 . What procedure should you use to
s i l h o u e t t e  a n  o b j e c t  i n  a
photograph when you must retain the
or ig ina l  image untouched?

l-73.

l-74.

l-75.

1. Cut  the  image area out  o f  a
copy image

2. Mask the image area of a copy
and a i rb rush the  background

3. Cover  the image wi th  an aceta te
mask and a i rbrush the  aceta te

4. A l t e r  t h e  i m a g e  f o r  t h e  b e s t
q u a l i t y  r e p r o d u c t i o n  a n d  t e l l
t h e  o r i g i n a t o r  a f t e r w a r d

What process should you use to
prepare  cont inuous- tone images fo r
reproduct ion?

1. Hal f tone screen ing
2. Combination copy
3. Image separat ion
4. Redrawing

What device should you use to
r e d u c e  t o n a l  a r t  t o  a  s e r i e s  o f
d o t s  f o r  r e p r o d u c t i o n  o n  a  p r i n t e d
page?

1. Combinat ion f i lm
2. Ha l f t one  f i lm
3. Glass screen
4. G l a s s  l e n s

Which o f  the  fo l lowing types o f
screens is /a re  used in  mak ing
h a l f t o n e s ?

1. Wire
2. Glass  on ly
3. Aceta te  on ly
4. G lass  and  ace ta te
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